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IDEA EXCHANGE
EMILY BERRY, Indianapolis, Ind.
Ten minute talks are a regular part of 
the program of our ASWA Detroit chap­
ter. They are based on special knowledge 
and experience of the members, and their 
purpose is to share with other members 
information gained through work in a spe­
cific field.
Louise Fiori submitted a paper on Office 
Management, from which we quote in part. 
“Office management includes not only the 
personnel but also the methods, equip­
ment, records and supplies. Assuming that 
the work procedure has been surveyed and 
determined to be efficient, it is next in 
importance that the equipment be checked 
as to its suitability to the person using it, 
and the purpose for which it is used . . .
“A clerk having a large number of com­
putations to be made on a calculating 
machine, with only a few additions or sub­
tractions, should not be permitted to tie 
up two pieces of equipment, but should be 
shown how to do all of her work on the 
calculator.
“An adequate supply department is es­
sential to an efficient personnel . . . Desks 
should be placed a sufficient distance apart 
to assure concentration on the job at hand. 
Light, ventilation and the maximum of 
comfort should be considered in placing 
workers. Also, if files, mechanical equip­
ment, or periodical checking with manage­
ment are required in an assignment, the 
clerk should be seated in close proximity 
to such equipment or personnel to insure 
a smooth flow of work with a minimum 
loss of time . . .
“Office managers and personnel man­
agers have to keep a sharp lookout for 
ability” and for the person who is “con­
genial and who takes pride in the duties 
she performs.”
Some good personnel sources are “schools 
that specialize in training for the type of 
work demanded in the position open. Apti­
tude tests have also been helpful.”
“When training an employee it is not 
sufficient to show the trainee how the work 
is done, but it should be presented to her 
. in such a way that each step flows into the 
next, and each operation is mastered be­
fore an attempt is made to present the 
next operation, so that the training be­
comes a continuous process which cumu­
latively builds upon what was previously 
learned. She must also be impressed with 
the responsibility of her position and how 
the accuracy and speed with which she 
performs her duties permit the remaining 
phases of the work to flow smoothly.”
Marie Eerbeek, whose work brings her 
into contact with rail transportation prob­
lems, quite evidently shares with many of 
us the nostalgia for distant places which 
the names on box cars invariably arouse.
Unlike many of us, however, she also 
sees behind these cars a set of records. 
In her paper she comments that “ . . . a 
vast amount of record keeping is neces­
sary to keep track of every one of these 
cars, and it is no exaggeration to say that 
within three or four hours each railroad 
can tell you between what two points every 
one of the cars it owns is traveling.
“During the war the Interstate Com­
merce Commission issued a ruling that all 
cars unloaded could be loaded only with 
commodities going towards the home sta­
tion. This caused a lot of complications 
because of the tremendous shortage of cars. 
For example, our own company may have 
wanted to load three carloads of mer­
chandise all going east, and the only cars 
available were cars going west. Frequently 
it meant changing a whole operation in 
our plant in order to utilize the cars avail­
able.”
She comments upon the division of 
the United States into territories in which 
different freight rates prevail and upon 
the work of the expert rate clerk, whose 
function is to find combinations of routes 
which will effect savings in freight charges. 
The rate clerks, she says, are one group of 
employees who have always been cour­
teous and have not used the war as an 
excuse for rudeness.
Someone has asked if any of you have 
had experience with dividing the year into 
thirteen equal periods, instead of the usual 
twelve months. If you have, please let us 
hear from you.
Don’t forget to give us the benefit of 
your new ideas. Write the Idea Exchange.
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